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PURPOSE: To define the process of how and when Policies & Procedures are created, reviewed and
revised.

POLICY: The Management Team on an annual basis with revisions and new Policies & Procedures
developed on an as needed basis and approved by the Management Team will review
current Policies & Procedures.

PROCEDURE:

. All current Policies & Procedures will be reviewed in January of each year with revisions, deletions or
additions developed as appropriate and approved by the Management Team.

[I. All Policies & Procedures that have been reviewed will have the date reviewed or revised indicated on
the policy.

1. Any staff member may submit suggestions for a revision or new policy to the Management Team for
their consideration.

IV. Suggestions for revisions or new policies that have been approved by the Management Team will be
written by an appropriate member of the Management Team according to the work area that the policy
pertains to.

V. Any state or Department of Public Health & Human Services Policies that pertain to this facility will be
adopted as written and automatically become a part of the facility Policies & Procedures Manual.
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